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recommended for the preparation 
of individual transcriptions 


of large type materials 


Prepared by 
NATIONAL AID TO VISUALLY HANDICAPPED 


at the request of 
Bureau of Special Education 
CALIFORNIA STATE DEPARTMENT OF EDUCATION 


1963 
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This manual has been prepared for use by teachers, clerks, 
and volunteers to assist them in the preparation of individ- 
ual copies of large type materials for visually handicapped 


children. 


Because of the many years of experience National Aid to 
Visually Handicapped has had in the area of reproduction of 
large print materials for the visually handicapped, we know 
that the value of the final product is directly related to 
the quality of the reproduction. Therefore, we urge the 
transcriber to follow an established pattern which, in 
practice, has proven successful over the years in the estab- 


lishment of high quality materials. 


By following these standards, you will afford the visually 
handicapped child his opportunity to the right of an adequate 
education and a self-sufficient, contributing life as an 


adult. 


EDITING MA As 


w“wiysSto Sates vd seu 107 bseraegeta HSesd een Inunsa 2faT 
bri ito stsqsicy, oft ni modd detees od arss3nuloy bags 
f fileuetrv 10% elsiyveism aqys sgiel 36 eafqoo feu 


ssa rblirhs 


J S44 Iamoissh sonsiresqxs ic erssy yism a2 10 sepsued 


t 


IQiOO § it 


2 
v 


eed becuase vileuetV 
vonxn Sw .beqqsoibnsed yilsueiv sii 101 elsiitsstem tniyg spel 
I bstsie1 yl rib ai Jovbherq Isailt sd? 20. suey edd Jedd 
i} sgtu ow .stcaisisdT .noijoubougs? sdt To voi teu eas 

ii .dginw oxe34sq beneildsies os wollo? 6o .eReoeness 4 

Tf S369Y SH2 tovo lytezesoaue neverq 268A .99fsoa7q 


isissism yiileup Again 10 tnomeleil 


iv 393 biolia ILiw voy ,abishbnese sesdh gniwolied va 


yjtnudiegqge zid Blinds bsqqsoibasd 


COaN aE NUTS 


EQUIPMENT AND SUPPLIES 


OME R CEES «ean ye as wise 1 Gh ee ek Cale ak pve aS a Ss 
RibbonSVSt . OV Fe. e% Li ceh ed baht hheeka ah hh 
WAPCK ise cis scseye ER ID RIC Ge TCR EO ee ee ae 
Binding? veo<¢. Cee OE OSI NK eV ANS CRA SE SS 


PREPARATION OF COPY 


Margin Adjustments...... Te ee eh ck ee ev 
Vertical “Length of Pagewsitsscsccee eee te Eee oe 
Horizontal Length of Page...+...s% yraltcp, o's a alee ty Gop 
NUMDEGVINGiswesesesseccwecsesvesseaveeve eek bee ws 


Format (including basic rules as well as Out- 
lines, Questions & Exercises, Poems 
SEPS Uapsasy? VV SSS Fr. 
Format for Chapter Titles and Headings......... 
Underlining.... em Bw So aye oe B88. 2.3.6. 8..9. 8.28..8..8,8..6.9..0 0 © 8 een @e 
EVaSings secre sccccevescesvesseecs Crssvee. oor ws 
HYDREWaACING «Fee Veo eee ha Vee obese eee eesessene ee 
PRESC ely NING RULCSs esas bid bey Sve eo ess ok a sakes 


Preparing “a Glossary “or Dictionary. sire Pere. vie 


BOOUCTIO CCS £Fi vr. Ves 0 eee ee eee ahs ee ae Ce me 2 ae, Oe Pe ee 


EDITING MATERIALS... ee eee cece e reece eee reer e cee ennns 


ll 


¥ 
gh 
“ 
. | ee | 
' . . > 
* * 
*“*#er 6e# eae 
*» teetete« * «es 
WO ; ow 
904 £O3 
. > ref +. © @ 
“9 TI DE 
2ITL D 
o~ \ - ‘ 
0 
2) a. ee 
(> 
; 
i) 
‘) . 
JiwrC 9 6 eres o® ¥ 
Ol *e«eee ** ‘Fr “eae 
{i “set eeeeweenrentnee © 


7 


eTuUsgruod 


gd IGSle ChA THEME TGCS 
(eect de whale 56 Oo away 1 
se ee " «9 wii int lala Ql be te le al ta nnn 


shy al ober ot ne Wt 9 ate moe 6» oma 


WEREECReeC rr eer yey 


Y103. 40 MOITASATaAd 


t 


ross ceeoers CINSMICULDA Nigysem 
-esaveee 9R89 To djagnot faobsasy | a, 
98% io digned leinos trol’ : ae 
Tere YS a 


ey aslux-otesd syakbulonk) Jem 1o4 


re a nee ér * } 
9xu-8 enottasud .2esntl 
(2ssnai2- 10 


bee esiitT y93qgedO ro? Jeortod 
i 0-0 ewe Wego lv Wig w: ele, arm cael 
SETeCrnar yore Leer elt 
cb vseadeates es 
-veeees QOLUR BREGYT Sie 
snoi3o1G xo yrpeesld 6 gnizegexd. 


MTT c UU! 


everest ete dev ee Om see 


. 


peat UL Pi MOE NT AND Ss Ul Por LLB S 


TYPEWRITERS 


The SMITH-CORONA*, 6 Pitch #29 Type is the machine used by NAVH for all transcrip- 
tions. This machine is available in the following models: Standard, Portable, 
Electric Portable, Electra, Compact Office Electric, and Deluxe Electric. 


The type face is in 18 point (3/16" high) characters, in both upper and lower case, 
and is the boldest type available. The performance of the Smith-Corona Typewriters 
has been extremely satisfactory, and the cooperation of the service departments has 
been invaluable. 


It is of utmost importance that the machines used for preparing this material be 
maintained on a yearly service policy agreement in order to assure maximum per- 
formance and alignment. 


In instances when transcriptions are being prepared for reproduction by mimeo- 
graph machines, the typewriter found most suitable for cutting stencils is the 
Smith-Corona, 6 Pitch #30 Type. This face is a tall, thin type and will cut a 


stencil. We wish to point out, however, that NAVH does NOT encourage this pro- 
cedure in preparing materials for partially seeing children, as mimeographing 
Cannot produce the boldness of copy so necessary. 


RIBBONS 


After many years of testing ribbons from numerous companies, NAVH was unable to 
find a specially inked ribbon for reproduction purposes. NAVH has, however, been 
able to contract for a ribbon specifically meeting requirements (not commercially 
available). Discarded ribbons, which are no longer dark enough for offset plates, 
are saved, and, upon request, NAVH is happy to supply them, to the extent avail- 
able, for use in the preparation of single copy work. It should be emphasized 
that these ribbons are a grease base, and the typist should be aware that smearing 
will occur if care is not taken before the grease has had a chance to dry. As 
these ribbons are wound on spools which fit either the Standard or Deluxe Electric 
models only, if they are to be used on other models, it would be necessary to re- 
wind them onto the appropriate (usually smaller) spools. 


When using grease base ribbons, in order to prevent unnecessary smearing, the 
following precautions should be taken: DO NOT ROLL BACK OVER COPY - MAKE CERTAIN 
THAT BAIL ROLLERS ARE NOT RIDING OVER COPY - REMOVE FINISHED PAGE, BY ROLLING OUT 
CAREFULLY, WITHOUT HITTING COPY AGAINST METAL BAR. As these ribbons are usually 
darker than any which are presently on the open market, they add immeasurably to 
the density recommended for this special procedure. 


*Reflects 8% years usage of all American typewriters. NAVH realizes the 
commercial endorsement implied by this statement, but feels it essential 
to report this evaluation. Obviously, it does not apply to other types 
of machine usage and is subject to continued review as new models are 
introduced. 
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PAPER 


The quality and size of paper used in preparation of large type materials is ex- 
tremely important. NOTE: One of the essential factors to be considered is the 
need to eliminate glare as an additional obstacle to the reader. It has been 
determined that stark white or glossy finishes produce the greatest amount of 
glare. 


NAVH recommends a 60 or 70 lb. buff or ivory, vellum finish paper (to assure as 
little show through as possible) 8% x 11 inches. 


BINDING 


When enough pages are prepared to require binding of the copy, the most practical 
and inexpensive method has proven to be the use of metal spirals.* 


Ease in handling these necessarily larger editions is of prime concern to the 
visually handicapped student. The use of metal spirals allows the pages to lie 
fiat. 


In some instances the use of a 3 hole punch can allow placing the material ina 
standard binder. 


If, however, the material is to be bound to assure longer life of the pages, the 
cover should be durable chipboard, binder's board, or laminated plastic. 


Keep in mind that the thickness of each volume should never exceed 14 inches in 
order to allow for as little bulkiness as possible or practical. 


The use of plastic spirals has been tried and found to be unsuitable, as the 
pages tend to tear around the elongated slots required for the binding. 


Our experience has shown that very few of the books which we have prepared have 
been damaged from normal use. 


*Available through Spiral Binding Companies--usually listed in the yellow 
pages of phone books. 


} - A cy 
JAY 


ed 


“4 

S . io ‘isisqetq ot beev reqdeq to osie bas ysileup sft 
lsijInsees ody io onO 33TOM .Saasaegqmi yienaa7 

fos2ado [snoivibbe as es steals saanimils oF b95a 

goubo% dai veeolg 10 o3tulw dayede tend banimzsasb © 

stalg 

’ 

i} mudd rrovi to tiwud .df Of xo 06.8 ebmemmoosy AVAM | 

il x ¢8 (oidieeoq es dguotds wode.oldait) 


@ 
7 
) | ‘1 Oo beyrsgeve o1s e9g8q dauons nea) 
> 
| »3 nevoxrg ead bordism svbensaxenl BAB » 
t o2 9¢ libs tei ge2soon oasn? anilbasd ai sea 7 
isg3eq 2 2igyt Li siT ,Jnebute beqqsoibnad yilaveiane 
SORE 

’ oe 


lsiis3 iJ Lie npo od € sg 10 9@u SHI sS0nssenl sme Tee 
7 
i 


sboid byrsbnsaae-) 
a 


\ 


pa 


a! 
m2 . 29369 4 2Yvees OF bnuod : “s [aitgiam ong .tavewon mY vl 
bs 3 TBO 'vebnid ,bx ‘i, ofdsivbh ed biwede asves S 


, =)! 

9< ves LO! wlov joid3 .sd2 3849 bain si qosmes 
' tes “—T | istif es yO) wolls o3 sebae = 

ms 

e ‘ell 
bsitd nasd e siiqge sviteslq io Sev aft 
: r ‘ . 4 had A 

Lo7 fit gj301e : aro 1 bouors tasd oc boned 22869. a4 

* Ne) 


te 
GTi LE ic dotdw exood sii t0 wei yvrsv 3 mworna esn sore irsqe wo 
‘au lemten mot? begsmsb aoae” 


bai 
i “ 


’ 
és 
i 


wollsy 942 ni betetl yiieuen--asinegmod ge 


~ - - , 
gh Mah 


c PER: 


' 
PY i @ 


é LICE Aen A wn ON er -C.0 RP ¥ 
Read over this portion of your manual carefully, and then place it aside. You 
will discover that it will be useful for reference when any problem arises. 
Remember that a strong, even touch is the most desirable for optimum results. It 
is, therefore, important that the transcriber reduce the speed normally used with 
small print typewriters. SPEED IS NOT IMPORTANT--ACCURACY IS! Speed will only 
hinder your performance. You will discover that, because of the large size type, 


speed will tend to cause pile-ups and uneven copy. REMEMBER! A pile-up is an 
error! 


MARGIN ADJUSTMENTS 
For 12 Inch Carriage 
The. paper guide is to be set at "10". 
The margins MUST be set on the typewriter as follows: 


Left hand margin - 20 
Right hand margin - 100 


For 10 Inch Carriage 
The paper guide is to be set at "OQ", 
The margins MUST be set on the typewriter as follows: 


Left hand margin - 5 
Right hand margin - 45 


These adjustments will allow for adequate margins of 1" on each side of the paper. 
Remember that ease in reading is better acquired when margins are as uniform as 
possible. 


VERTICAL LENGTH OF PAGE 


Insert the sheet carefully so that the finished page will not have crooked copy. 
Start page numbers 5/8" from the top. 
Your page should end 3/4" to 1" from the bottom. 


DO NOT START A NEW PAGE WITH THE LAST LINE OF A PARAGRAPH OR A SINGLE WORD. If 
necessary, in this case only, you may go down 1 more line as the lowest point on 
the page in order to end your paragraph. It is more desirable, however, to end 
the page 3/4" from the bottom, leaving the last two lines of any paragraph for 
the top of the next page. 


KEEP IN MIND THAT WE ARE NOT TRYING TO CROWD AS MUCH AS POSSIBLE ON ANY ONE PAGE-- 
GOOD, ROOMY MARGINS YIELD AN EASIER COPY FOR THE PARTIALLY SEEING CHILD TO READ. 
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HORIZONTAL LENGTH OF PAGE 


As explained under margin adjustments, your horizontal margins are set at 20 and 
100 when the paper guide is at "10", and at 5 and 45 when the paper guide is at "O". 


Do not, at any time, go beyond the right hand margin more than two spaces, keeping 
in mind that it is better to stay within the given area. (This does not imply, 
however, that the typist should stay too far from the margin, as the use of as 
much of the line spacing as possible will supply more uniformity. REMEMBER that 
there are only 40 characters per line instead of the usual 80 on pica machines.) 


NUMBERING 


While the method of page numbering can be optional, the following procedure is 
recommended by NAVH. 


Consecutive Page Numbers 


When the page number of the text you are preparing in large type is ODD, place 
this number in the RIGHT HAND margin. This number preceded by the word "Page" 
starts at #80 for a 12 inch carriage and at #35 for a 10 inch carriage. 


When the page number of the text is EVEN, place it in the LEFT HAND margin. 
This number is preceded by the word "Page". 


Ink Print Numbers 


The ink print numbers refer to the book from which your transcription is being 
made. 


Keep in mind that these numbers are only used as reference numbers for the par- 
tially seeing student who is using his books in an integrated program. 


The reference number will automatically be placed in the opposite margin from 
the consecutive number. 


When your reference number must show more than one page, place it at #80 for 12 
inch carriages and at #35 for 10 inch carriages. If only one number is necessary, 
place it at #90 for 12 inch carriages and at #40 for 10 inch carriages. (This 
applies only when your consecutive page number is even.) 


NOTE: The above instructions apply only when the transcriber is preparing copy 
for both sides of the page. If only one side is to be used, follow the 
directions as given for Consecutive ODD Page numbers only. 


EXAMPLE 
18 Page 23 Page 24 19-20 
This applies to This applies to 
all consecutive ODD all consecutive EVEN 


page numbers. page numbers. 
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FORMAT 
Double-space after all page numbers. 
BLOCK all paragraphs. (This means that the first line is NEVER indented.) 
DOUBLE-SPACE between all paragraphs and changes in conversation. 


When preparing copy in outline or numerical form, be certain to follow the ex- 
amples as shown below: 


Outline 
I. GOOD TYPING 


a. Be sure to follow instructions carefully in order to assure uniformity 
and ease of reading. 


b. Try to be as accurate as possible. 
1. Speed is not as important as accurate and evenly prepared copy. 


2. Proofread your copy at the end of each page, and if errors have 
been overlooked, plan to correct them as soon as possible. 


a. Remember that, if you are using a grease base ribbon, you 
must wait until the copy dries before inserting the page 
in the typewriter. (A grease base ribbon does not dry as 
rapidly!) 


Questions or Exercises 
NOTE: Always double-space between questions. 
1. Where did Daniel Boone pioneer? 
2. What contributions did the first settlers make to the future of our 


country? 


Be certain to start a new page for each 
additional chapter title, new story title, 
or new poem title. 


Poems or Stanzas 


In preparing poems or stanzas, center the longest line so that the bulk of the 
copy does not appear in the left hand margin. In cases where only one line is 
exceptionally long, choose the second longest line to center and plan to break 
the longest line. 


When it is necessary to break a line of poetry, indent the second line two (2) 
spaces from the left hand margin. 
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When a poem already has indented lines (usually every other line), the indented 
>) lines should begin four (4) spaces in. (See the following example.) 


THOMAS RYMER 


"But Thomas, ye maun hold your tongue, 
Whatever you may hear or see, 
For gin ae word you should chance to 
speak, 
You will neer get back to your ain 
countrie.' 


He has gotten a coat of the even cloth, 
And a pair of shoes of velvet green 
And till seven years were past and gone 
True Thomas on earth was never seen. 


--Traditional: Scots 


FORMAT FOR CHAPTER TITLES AND HEADINGS 


ee 


This section is devised to standardize headings in order to differentiate be- 
tween the various type faces employed by publishers. 


Be sure to CAPITALIZE, CENTER, AND UNDERLINE all Chapter Titles, Story Titles, 
oS or Poem Titles in a broken line. 


Be sure to CAPITALIZE, CENTER, AND UNDERLINE all Titles under Chapter or Story 
Titles in a running line. 


Be sure to CENTER AND UNDERLINE in a running line all sub-titles. Capitalize 
only the first letter of each main word. 


EXAMP LE 
I WHAT OUR EARTH IS LIKE Divisions of the Earth 
OUR EARTH (title) (sub-title) 


When preparing social studies or science texts, you will find that sub-titles 
often appear as part of a paragraph as lead lines, but they are in bolder type 
face. Do not fail to center them. 


For 12 inch carriages the center of the 
typewriter is #60. For 10 inch carriages 
the center of the typewriter is #25. 


When any title or sub-title is preceded by a number or a letter, be certain that 
you do not center the number or letter. ONLY CENTER THE TITLE ITSELF, and back 
Space one space for each additional space required to include the number or let- 
ter on the same line. The following examples illustrate this point. 


1. THE LONG TRIP HOME 1. THE LONG TRIP HOME 
by Jane Downing by Jane Downing 


(incorrect) (correct) 
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Notice that the incorrect example at the left on the bottom of page 6 makes the 
oe author's name appear crooked. 


UNDERLINING 


All words or groups of words shown in italics or bold print, other than titles 
or sub-titles, must be underlined in a running line. 


This rule should not apply, however, in instances where a large section is in 
type face other than the regular copy. Do not underline more than 3 consecutive 
lines, as the boldness of the copy can tend to confuse the student. In order to 
differentiate, it is suggested that this portion of the copy be indented 4 spaces 
or that it be set off by using a dotted line above and below the copy. 


EXAMPLE 


THE DOCTOR FROM DUNMORE 


Occasionally we hear about an entire commu- 

nity banding together to procure expensive 

medical treatment for one of its members. 

In "The Doctor from Dunmore" the entire pop- 

ulation of an island contributes to a fund 
a to bring a physician from the mainland. 


In this comedy of Irish life you will discover that 
the people have some customs quite different from... 


THE DOCTOR FROM DUNMORE 


Occasionally we hear about an entire community band- 
ing together to procure expensive medical treatment 
for one of its members. In "The Doctor From Dun- 
more" the entire population of an island contributes 
to a fund to bring a physician from the mainland. 


In this comedy of Irish life you will discover that 
the people have some customs quite different from... 


The standard rule for underlining which applies to most copy should be followed 
as illustrated below: 


EXAMPLE 


The good ship, Bon Homme Richard, was docking at the harbor when we walked along 
the wharf. 


When preparing conversation, underline the speaker's name. (See top of Page 8.) 
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EXAMPLE 


Tim: "Please notify me when you are finished, Bob. I must have time to make 
adequate arrangements." 


When copying a series of unrelated words, a broken line should be used. 
EXAMP LE 


Tom placed the hammer, nails, screw driver, and wire on the work bench. 


ERAS ING 
If you are using a grease base ribbon, the copy may smear easily. As neatness 
is important to well prepared copy, you will discover that a clean eraser will 
enable you to make neater corrections. 
ALWAYS HAVE A CLEAN PIECE OF PAPER NEXT TO YOUR TYPEWRITER. Before applying the 
eraser, clean any dirt on this sheet. You will notice that the black grease comes 
off easily. Always keep both ends of your eraser clean. 
The process of erasing must be done in two steps when the copy is wet. 


1. Remove the bulk of the grease with a clean part of your eraser. 


2. Turn the eraser to another clean spot or side, and in a circular motion. 
remove the excess. 


If more than two entire words have to be removed, it is advisable to retype the 
page. 


WHEN ERASING A GREASE BASE, NEVER BRUSH YOUR FINGER OVER THE COPY TO REMOVE THE 
RUBBER PARTICLES--BLOW THEM AWAY. 


REMEMBER! NEATNESS IF THE BYWORD FOR ANY AND ALL PREPARATION! 


HY PHENAT ING 


When you must hyphenate a word, PLEASE be certain that you divide the word in 
ats correct place. 


DO NOT TRUST YOUR OWN JUDGMENT, FOR AN ERROR REQUIRES COMPLETE RETYPING OF A PAGE. 


For hyphenating, NAVH highly recommends 
the use of "20,000 Words" (Gregg Pub- 
lishing Division, McGraw-Hill Book Com- 
pany). Although this book is more prac- 
tical than a dictionary, if one is not 
available, be certain to use a dictionary. 


NEVER hyphenate a word at the end of a page. 
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NEVER HYPHENATE A WORD AND PUT JUST TWO LETTERS ON THE NEXT LINE--THIS IS WHERE 
MOST ERRORS ARE MADE, AND IT IS A VIOLATION OF BASIC TYPING RULES. 


You must remember that only words with two or more syllables can be divided. 
Always be certain to sound out any word before considering the possibility of 
hyphenating it. Very common errors are, unfortunately, made when one syllable 
words are divided--they include many words which end in ed. For transcription 
of this special material, we recommend that you never divide the word TOWARD 
even though your dictionary shows it as a 2-syllable word. We feel that this is 
one word which is confusing when hyphenated. 


NEVER HYPHENATE A CONTRACTION! 
Remember that many careless errors can be avoided if you will make use of a dic- 
tionary. If the word is not in your dictionary, DO NOT DIVIDE IT. 

BASIC TYPING RULES 


1. Always use TWO spaces after a period, colon, question mark, or exclamation 
mark at the end of a sentence. 


2. Use ONE space after a comma or semicolon. 


3. When typing conversation, remember that only ONE space is required after a 
quote, if the entire sentence is not completed. 


EXAMPLE 
"Help me down!" exclaimed the child. 
"ITs that so?" asked Betty. 
4. A dash is made in the following manner: 


Here we are--right in the middle of our work--getting ready for another 
assignment. 


Notice that a dash is comprised of two 
hyphens (--). 


5. In preparing copy in block form, always double space between questions or 
exercises which are preceded by numbers or letters. (See Example, Page 5.) 


PREPARING A GLOSSARY OR DICTIONARY 
If you are transcribing an entire book which contains a lengthy glossary or dic- 
tionary, it should be treated as a separate volume. In this case, you should 
plan to have it prepared for distribution with the first volume of the book. 

To simplify page numbering, number your glossary or dictionary independently, 
starting with "Page 1". 


The following format is recommended when preparing glossaries or dictionaries. 
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abate fastat®):: 1. To make less; diminish, moderate, reduce. 2. Law. To 
do away with; annul; remit. 


abbreviate (asbrT/vieSt): To shorten; reduce; condense. 


B 
battle Xt): 1. A combat between hostile armies or fleets; a fight 3 con- 
flict; contest. 2. Arms or an armed force, 


To make the diacritical marks, use a pen with black ink. Be certain to make the 
necessary markings distinct enough to be easily recognized. 


FOOTNOTES 
Never use numbers or letters for indicating footnotes. USE THE ASTERISK (*). 


If more than one footnote is required on a page, use two or three asterisks as 
the case may warrant. 


EXAMP LE 


*Use only asterisk for indicating footnote. 


**Notice that two asterisks are used for second footnote. 


To allow enough room at the bottom of the page to include the footnote, roll 
down to 3/4" or 1" from the bottom of the sheet; indent 4 spaces and space foot- 
note out on the space bar, rolling back up until all wording is included. 


(REMEMBER! When rolling back a single space is only considered one-half space 
for large type; therefore, you must roll up two notches or lines for each single 
line of large print type.) 


When you have determined how much of your page will be needed to include the 
footnote(s), mark the margin lightly to indicate where the last line of the con- 
text will be placed. Finish your page to this line, and then, using the under- 
score, make a line 25 spaces long. Indent three spaces, make asterisk, and then 
type footnote, being certain to indent for wording 4 spaces for each additional 
line in order to maintain block form. 


When it is necessary to include more than one footnote to a page, space 1 lines 
between #1, #2, etc.; indent 2 spaces for 2nd asterisk, and then type wording, 
keeping copy indented 4 spaces (block form) after making asterisks. (See example 
above.) 


Always be certain to include the footnotes that are indicated on each page of 
large type. Only include footnotes when they elaborate on the information given 
or if they explain pronunciation of a certain word or phrase. (See EDITING, 
Page 11.) 
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There are two common places where copy can be deleted or changed. 


FIRST: Any and all reference to other reading materials for the class or the 
individual can be omitted. 


In preparing a footnote, never include references to other articles or books from 
which the materials were taken. You can also delete reference to names of persons 
making quotations, unless they are pertinent. 


SECOND: When pictures, maps, charts, time lines, or other illustrations appear, 
reword your copy in order to retain complete understanding for the student. 


If, for example, pictures appear, and they are not essential to the comprehension 
of the printed text, do not refer to them. The same rule would apply to charts, 
maps, time lines, etc. 


If a-map, picture, etc. is to be included, be sure to reword your sentence 
accordingly. 


As an example, you will find that many texts refer to a map on the top of the 
page, or the map or chart on page so and so, or the picture in the upper right 
hand margin, etc. If you plan to include these maps, charts, etc. in a different 
location of your book, reword your sentence accordingly. 


If NAVH plans to include necessary maps, pictures, etc., we usually plan for it 
to be placed on a page by itself. Our reference, therefore, is made by stating 
"the map on the opposite page", etc. 


When pictures, maps, etc. are not included, you will often find it necessary to 
omit entire sentences or reword sentences. Any time it is feasible to reword 
and/or delete do so as long as the comprehension is not lost. 


NEVER REWORD THE ORIGINAL COPY in order to fit it on a certain page. The only 
exceptions allowed by publishers are those stated above. Remember that these 
changes are permitted to allow for clarity only. 
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